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to provide service credit for prior work 
experience or active duty in the uni-
formed services under paragraph (a) or 
(b) of this section, he or she must de-
termine the amount of service that will 
be credited. The amount of service 
credited may not exceed the actual 
amount of service during which the 
employee performed duties directly re-
lated to the position to which the em-
ployee is being appointed. 

(d) An employee must provide writ-
ten documentation, acceptable to the 
agency, of his or her prior work experi-
ence. An employee must provide writ-
ten documentation from the military, 
acceptable to the agency, of his or her 
uniformed service. The head of an 
agency or his or her designee must 
make the determination to approve an 
employee’s qualifying prior work expe-
rience before the employee enters on 
duty. 

(e) The agency must establish docu-
mentation and recordkeeping proce-
dures sufficient to allow reconstruction 
of each action. 

(f)(1) Credit for prior work experience 
or experience in a uniformed service 
under paragraphs (a) and (b) of this sec-
tion is granted to the employee upon 
the effective date of his or her initial 
appointment to the agency or re-
appointment after a 90-day break in 
service and remains creditable for an-
nual leave accrual purposes thereafter 
unless the employee fails to complete 1 
full year of continuous service with the 
appointing agency. 

(2) If an employee is placed in a leave 
without pay status during the 1-year 
period of continuous service required 
by paragraph (f)(1) of this section, the 
1-year period of continuous service 
must be extended by the amount of 
time in a leave without pay unless— 

(i) The employee separates or is 
placed in a leave without pay status to 
perform service in the uniformed serv-
ices (as defined in 38 U.S.C. 4303 and 5 
CFR 353.102) and later returns to civil-
ian service through the exercise of a re-
employment right provided by law, Ex-
ecutive order, or regulation; or 

(ii) The employee separates or is 
placed in a leave without pay status 
because of an on-the-job injury with 
entitlement to injury compensation 

under 5 U.S.C. chapter 81 and later re-
covers sufficiently to return to work. 

(g) If an employee separates from 
Federal service or transfers to another 
agency before completing 1 full year of 
continuous service with the appointing 
agency— 

(1) Any credit under paragraph (a) or 
(b) of this section must be subtracted 
from the employee’s total creditable 
service before the employee transfers 
or separates, and the agency must es-
tablish a new service computation date 
for leave accrual purposes under 5 
U.S.C. 6303(a); 

(2) Any annual leave accrued or accu-
mulated by an employee as a result of 
receiving credit for service under para-
graph (a) or (b) of this section remains 
to the credit of the employee; and 

(3) The agency must— 
(i) Transfer the annual leave balance 

to the new employing agency under 5 
CFR 630.501 if the employee is transfer-
ring to a position to which annual 
leave may be transferred; or 

(ii) Make a lump-sum payment under 
5 CFR 550.1205 for any unused annual 
leave if the employee is separating 
from Federal service or moving to a po-
sition to which annual leave cannot be 
transferred. 

[70 FR 22246, Apr. 29, 2005, as amended at 71 
FR 54570, Sept. 18, 2006] 

§ 630.206 Minimum charge. 

(a) Unless an agency establishes a 
minimum charge of less than one hour, 
or establishes a different minimum 
charge through negotiations, the min-
imum charge for leave is one hour, and 
additional charges are in multiples 
thereof. If an employee is unavoidably 
or necessarily absent for less than one 
hour, or tardy, the agency, for ade-
quate reason, may excuse him without 
charge to leave. 

(b) When an employee is charged with 
leave for an unauthorized absence or 
tardiness, the agency may not require 
him to perform work for any part of 
the leave period charged against his ac-
count. 

[33 FR 12475, Sept. 4, 1968, as amended at 38 
FR 18446, July 11, 1973; 38 FR 26601, Sept. 24, 
1973] 
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